SOME PRINCTIPAL RARCORDE MANACTIENT AOTIVITIES =cR SEPTRIE"R 1962

25X1 TITIE LT ASSTGIMET ASSIGNED TO _'ifwT’JS AND RESULTS
1, Vital Racords :| ppesented 2 Vital Records Workshop to representatives of
other Federal Agenciles at the Govemment-tdde Records
Management Seminar sponaored by the Netional Archives and
Records Service.
Discussed with the DDP/RMO/ ! the need Lo 5 :
25X1 koep deposits eurrent. 5X1 5

2, Records Control Sehedules Comp?eted peview of nev achedule for 0SI; partial schedules
for OP, OCR, and 05 reviewsd and approved.

2, Torms Vanagement Developed 17 New Forms; revised 21 exieting forms and elimin-
ated 2 forms. Completed Forms Management Handbook and
sorvarded it for coordination.

1, Inventory of Forms Inventory contiming to determine cosis ror past year, and
future quarterly costs for forms printed in Agency.

5, Survey of Paperwork Re=umed Survey on 24, Sept. at request of I::l 25X1
Process Medicel Staff

¢, Review of Requeste for Recommended approval for 1 request in Administration Staff/CLl.
Secure AreaS ~

7, TRequests for Special Reviewed and approved 3 requisitions. Ope requisition held
T1ine Equipment pending check by ARC. B

4, Disposel standards for Discussed ui’ch[___’—’__:]’ chief, Management Engineering
Tntelligence Materials Division, NSA, gtandards providing for degtruction of 25X1

' sntelligence materials produced by 1SA and held by CIA.

o, Operation of Agency Received 816 cu. £t, of records; aisposal of 175 cu. Thas

Records Center and Vital furnished 26,858 references: on hand 1 Oct 72,359 cl. £t

Renords Repository
A significant Aowmard trend in the net receipt of records
A continues; net receipts in Sept. 1962 were 341 as compared
pproved For Release 2005/11/21 : é#(és 1336 for Sept. 176l. Rererences continue ab 2 hiph rate
TR : ~ el &= 2 W&(ﬂ}% A 56650 1 ag fod abl,
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TITLE QF ASSTOMTIT ASRIGHET TO STATYS AND RESUITS

10, Miscellancous

25X1 a. Visit to Social [ ] Accompanied 3 representatives from the 07%ice of Security
Security Board and 1 from the DDP to Baltimore to see the operations of
the Social Security Board., Electrical accounting machines
and electronic data processing techniones are used to a
preat desree in the record keeping of more than 184 million
accounts,

b. Three members of thls Staff and 3 component Records Officers attended the Inter-Apency Records
Administration Conference monthly meeting et the National Archives to hear the Deputy Assistant
Archivist, Mr, Fverett Alldredge discuss their 5-year Program.

25X1 co | | ARO/OTR completed his trainine st the American University and received =
Certificate in Records Administration,
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Bob - The attached summarizes our principal
activities for September,
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CENTRAL INTELLIGENCE AGENCY
' OFFICIAL ROUTING SLIP
TO NAME AND ADDRESS DATE INITIALS
1
217 - 24, Headquarters
3
4
5
6
ACTION DIRECT REPLY PREPARE REPLY
APPROVAL DISPATCH RECOMMENDATION
COMMENT FILE RETURN
CONCURRENCE XX | INFORMATION SIGNATURE
Remarks:
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